
 

Time & Attendance Job Aid 

501 TA363 Creating and Maintaining Position and Job 
Data 

 

Rev 2/27/2020  Page 1 of 27 
 

  

 

  Table of Contents 

Adding a Position in Cardinal ................................................................................................................... 2 

Add a Person ........................................................................................................................................... 5 

Verify Employee Information .................................................................................................................. 19 

Maintaining Reports To Approvers ......................................................................................................... 22 

 

  

Creating and Maintaining Position and Job Data 

A position allows Cardinal to track organization values and reporting relationships independently of 

the employee in the position assigned by Cardinal.  Position Data values include title, department, job 

code, location, and Reports To position number. 

Personal Data includes biographical details for an employee, such as name and address.  A person 

must have an organizational relationship established to identify the person as an employee and 

associate the job data information. 

Job Data includes the organization details for an employee.  Every employee has a position number 

assigned on job data.  When a position is assigned to an employee on Job Data, Cardinal uses 

certain Position Data values to default organizational values on the employee’s job record. 

Most positions and new hires (including rehires and transfers from other agencies not previously in 

Cardinal) should be interfaced to Cardinal by the PMIS interface.  However, you can enter a position 

or employee directly into Cardinal, if necessary.  

This job aid provides the steps for entering a new hire online which will require: 

 Adding a Position 

 Adding a Person 

 Adding Job Data 
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Adding a Position in Cardinal 

1. To add a new position, navigate to the Add/Update Position page using the following path:   

Main Menu > Organization Development > Position Management > Maintain 

Positions/Budgets > Add/Update Position Info 

 

2. On the Add a New Value tab: 

a. Enter the position number in the Position Number field. 

b. Click the Add button. 
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3. The Description tab displays.  Enter or select the appropriate values for the following fields: 

a. Effective Date 

b. Job Code 

c. Reg/Temp 

d. Department 

e. Reports To position number 

4. The Standard Hours field should only be updated if the position is part time.  This is not the 

schedule being used for the position.   

5. Click on the USA flag to open the FLSA Status field.  This field defaults to Non-Exempt.  If the 

position is exempt, select Professional. 

6. Click the Save button to save the new position. 
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7. Click the Specific Information tab.  This tab contains two important fields: 

a. Max Head Count – This field indicates the number of individuals that can be assigned to the 

position and can be adjusted as appropriate.   

For agency 50100 (VDOT), this value should always be 1. 

b. Update Incumbents – This checkbox is checked once an employee is assigned to the 

position.  Cardinal does not allow you to check this box until then. 

 

8. Click the Budget and Incumbents tab.  For a new position, the Current Incumbent field displays 

as shown in the image above.   

If there is an active employee in the position, the Empl ID and Name display, and the Job Data 

hyperlink is enabled to allow direct access to the incumbent’s Job Data. 

9. Click the Save button to save the position. 
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Add a Person 

Once the positon is complete, the next step is to add the person.   

10. Navigate to the Add a Person page using the following path: 

Main Menu > Workforce Administration > Personal Information > Add a Person 

 

11. The Add a Person page displays.  Enter the Employee ID in the Person ID field. 

12. Click the Add Person button. 

 

13. The Biographical Details tab displays.  Enter or select the Effective Date for the employee you 

are adding.  This field defaults to the current date and should be updated as appropriate. 

14. Click the Add Name button. 
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15. The Name pop-up window displays.  Enter the employee’s full legal name: 

a. Name Prefix – if applicable 

b. First Name 

c. Middle Name 

d. Last Name 

e. Name Suffix – if applicable 

16. Click the Refresh Name button to confirm the name is correct.  If not, you can make changes and 

click the Refresh Name button again. 

17. Click the OK button. 
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18. The Biographical Details tab returns.  The employee’s first and last name now displays at the top 

corner of the tab. 

No additional data entry is required on this tab.   

Note: Do not enter the employee’s Date of Birth or Social Security Number. 

19. Click the Contact Information tab. 
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20. Click the Add Address Detail link. 

 

21. The Address History page displays.  Click the Add Address link. 
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22. The Edit Address page displays.  Enter the home address of the employee. 

23. Click the OK button. 

 

24. The Address History page returns.  The address that was entered displays. 

25. Click the OK button. 



 

Time & Attendance Job Aid 

501 TA363 Creating and Maintaining Position and Job 
Data 

 

Rev 2/27/2020  Page 10 of 27 
 

  

 

26. The Contact Information tab returns.  Click the Organizational Relationships tab. 

 

27. Click the Employee checkbox. 

28. Click the Add Relationship button. 
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29. A message displays regarding a missing birthdate.  Click the OK button. 

 

30. A second message displays related to Social Security Number.  Click the OK button. 
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31. The Job Data Work Location tab displays with the employee’s name in the top left hand corner of 

the tab. 

32. The Effective Date auto-populates from the personal data: 

a. The Action defaults to Hire.  Update as appropriate if this is not the correct value. 

b. Select the Reason.  For this scenario, the employee is new so First Job is selected. 

c. Enter or select the position number in the Position Number field.  

When you tab or click out of this field, the Position Management Record fields populate with 

the values from the position. 

33. DO NOT click the Override Position Data button.  This will keep future position data changes from 

updating job data. 

34. Click the Job Information tab. 

Do not click this button. 
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35. Do not manually enter anything here. 

36. The Reports To position number is populated from Position Data.  The approver’s title, name and 

employee ID display. 

If the Reports To field does not display the supervisor position number, employee ID, and name, 

research as appropriate, to ensure the employee had an active supervisor. 

If further action is needed, you can leave and come back to the Job Data pages later. 

37. Click the Payroll tab. 
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38. Absence System: 

a. If you are entering a salaried employee, select Absence Management.  

b. If you are entering an hourly employee, leave as Other. 

39. Select the appropriate values for: 

a. Pay Group: Salaried – SMS or Hourly – BWH 

b. Employee Type: Salaried - S or Hourly - H 

c. Tax Location Code: enter or select the appropriate code 

d. Holiday Schedule: Salaried – HOLSAL or Hourly- HOLHR 

40. If the employee is VSDP (Virginia Sickness and Disability Program), no further action is necessary.   

If the employees is not in the VSDP eligibility group: 

a. Uncheck the Use Pay Group Eligibility checkbox. 

b. Select the appropriate Eligibility Group. 

Note: For this scenario, VSDP is correct, so no further action is required. 
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41. Click the Compensation tab. 

 

42. Select the Rate Code.   

a. NAANNL – Salaried 

b. NAHRLY - Hourly 

43. Enter the Comp Rate in the appropriate format:  

a. Salaried – annual compensation rate 

b. Hourly – hourly compensation rate 

44. Click the Calculate Compensation button to calculate the other rate formats. 

45. Click the Benefits Program Participation link at the bottom of the page. 
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46. The Effective Date field defaults with the current date.  This should be the same as the hire date 

so update as appropriate. 

47. Select Benefit Program option (PSX). 

48. Click the Employment Data link.   
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49. The Employment Information tab displays.  The Company Seniority Date defaults to the hire 

date, but can be updated if the employee has credit for the prior years of service.   

To override the Company Seniority Date, check the Override checkbox next to the field and enter 

the appropriate date as indicated by HR (calculated based on various PMIS fields). 

50. Click the OK button to save all the Job Data information. 

 

51. A warning message like the one above displays. 

52. Click the OK button. 
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53. Cardinal opens the Organizational Relationships tab.  The employee has been successfully 

added in Cardinal. 
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Verify Employee Information 

The next step is to check the Position to verify the employee is assigned to it and that the incumbent 

checkbox is checked. 

54. Navigate to the Add/Update Position Info page using the following path: 

Main Menu > Organizational Development > Position Management > Maintain 

Positions/Budgets > Add/Update Position Info 

 

55. On the Find an Existing Value tab, enter the position number in the Position Number field. 

56. Click the Search button. 
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57. The Description tab displays.  Review the information for accuracy.   

If changes are required, click the Correct History button prior to making any changes. 

58. Click the Budget and Incumbents tab. 
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59. Confirm the employee you added is in the position. 

60. Click the Specific Information tab. 

 

61. Click the Correct History button (if it was not clicked previously).   

The Correct History button is grayed out once it has been selected. 

62. Click the Update Incumbents checkbox. 

63. Click the Save button. 
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Maintaining Reports To Approvers 

Most position data is entered in PMIS and then interfaced into Cardinal.  While the Reports To field 

information exists in PMIS, the interface does not currently update in Cardinal, so it must be entered and 

maintained manually in Cardinal.  The Reports To Position Number cannot be entered until the Position 

is created in Cardinal. 

1. To review/update the Reports To for an employee, navigate to the Description tab using the 

following path: 

Main Menu > Organizational Development > Position Management > Maintain 

Positions/Budgets > Add/Update Position Info 

 

2. On the Find an Existing Value tab, enter the position number in the Position Number field. 

3. Click the Search button. 
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4. The Description tab displays.  



 

Time & Attendance Job Aid 

501 TA363 Creating and Maintaining Position and Job 
Data 

 

Rev 2/27/2020  Page 24 of 27 
 

  

 

5. Click the Correct History button. 

6. Update the Reports To field with the appropriate value. 

7. Click the Save button. 
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8. A message displays asking if you to proceed with the change since it would reset the compensation 

frequency from job code for all incumbents.  Are you sure you want to proceed with the changes? 

9. Click the Yes button to continue.   

 

10. A message displays asking if a batch process to update incumbent data is needed.  Click the No 

button, which means the incumbent’s Job Data will be updated online. 

11. Navigate to the employee Job Data to ensure the Reports To position number is updated on the 

Job Information page.  This includes the supervisor ID and name is displayed. 

Navigate to the Job Data page using the following path: 

Main Menu > Workforce Administration > Job Information > Job Data 
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12. Enter the employee ID in the Empl ID field. 

13. Click the Search button. 
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14. The Work Location tab displays.  Click the Job Information tab.   

15. View the Reports To information to verify it is accurate based on the change that was made. 

 


